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Date: 

To: 

October 1, 1999 

Fmance Managers and State Agency Staff That Work With Financral and Accountmg 
Related Records 

From: William Raftery 
State Controller k.‘v w 

Subject: General Records Schedule. Fiscal and Accounting Related Records 

I am pleased to endorse thus General Records Schedule for Fiscal and Accounting Related Records. 

Thus document provides gurdance for managing fiscal and accounting related records to meet all 
reasonable retention needs. Retention periods specified in the document are the m immum period for 
each record type. The document identifies who is responsrble for mamtaming the offrcral state copy; the 
official agency copy; and working copies of fiscal and accounbng related records The periods and 
identified record dispositions are sufficient to meet admrmstratrve. audrt, legal and hrstoncal related 
requirements for these records. 

This revision of the Frscal and Accounting General Records schedule contains new secbons covenng 
internal control, consolidated federal funds requests; Office of the State Treasurer, collection related 
records, capital assets accounting; and capital inventory and surplus property related records. 

Agency staff should follow the retentron periods estabkshed rn thus schedule and routinely destroy records 
after the periods specnied have passed In particular, early destructron of agency workmg copres of 
records presents an opportunrty to save money devoted to marntaining these duplicative records. Defer 
routine records destruction rn cases involving litigation, court orders, open records requests or 
outstandmg audits unhl the special need for continued retention ceases, 

If you have quesbons about implementation of thus general records schedule records you m ight find help 
at the DOA Records Management Websrte. The Internet address IS 
http://www.doa state wrusldsaslrecordsmgb You can also contact your designated agency Records 
Of8cer. If you need further assrstance contact Steve Htrsch, Department of Administration Records 
Management Section at 608 266-2996 or E-mail at Steve.Hirsch~doa.state.wi.us. 
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JAMES E. DOYLE 
AITORNEY GENERAL 

Burnentta L. Bridge 
Deputy Attorney General 

123 West Washington Avenue 
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Madison,WI 53707.7857 

Date: September 2, 1999 

To: Agency Finance Managers, 
Agency Records Officers and 
Agency Staff Responsible for 
Accounting Related Records 

From: Karen E. Timberlake x.s 
Assistant Attorney General stu. 
Member, Public Records Board 

Subject: General Records Schedule: Fiscal and Accounting Records 

The General Records Schedule: Fiscal and Accounting Records was developed by the 
Department of Administration. The Public Records Board approved the schedule on August 18, 
1999 establishing statewide policy guidance for retention of these types of records. The general 
schedule provides the opportunity to manage these records efficiently and consistently among 
state agencies. Retention periods specified in the document are sufficient for legal purposes. 

Agency staff should follow the retention periods established in this schedule and 
routinely destroy records after the time periods specified have passed. Do not destroy records 
which are the subject of public records requests, litigation, court orders, or audits until the special 
need for the retention ends. 

If you have questions about the legal interpretation of this schedule as it pertains to fiscal 
and accounting records, please contact your agency fiscal and accounting or legal staff. If your 
agency does not have legal staff, you may contact me at (608) 267-1300. 



State of Wisconsin \ LEGISLATIVE AUDIT BUREAU 

DATE: September 1, 1999 

TO: Agency Financial Officers and Records Officers 

FROM: Paul .I. Stuiber, Program Evaluation Direct0 
Legislative Audit Bureau 

&iyYc 

SUBJECT: Statewide Fiscal and Accounting General Records Schedule 

The attached Statewide Fiscal and Accounting General Records Schedule has been reviewed by 
myself as a member of the Public Records Board and by staff at the Legislative Audit Bureau. 
The retention periods in the general schedule for the various fiscal records provide sufficient 
time to meet the Audit Bureau’s requirements and, in conformance with the federal “Common 
Rules,” should also meet the general retention requirements specified for federally funded 
programs. 

We, like other state agencies, are cogmzant of the need to balance the competing goals of 
maintaining records that adequately support fiscal transactions while at the same time attempting 
to hmit the costs associated with maintainmg these records. The general records schedule 
provides a tool that can be used to manage fiscal records more efficiently and consistently among 
state agencies. After the retention periods identified in the general schedule have been met, 
records should routinely be destroyed to limit costs. In addition, the early destruction of agency 
working copies of records permitted under the schedule presents an opportunity for agencies to 
reduce the costs of maintaining duplicate records. 

If you have any questions about the implementation of the Fiscal and Accounting General 
Records Schedule related to audits, or if you need assistance in clarifying fiscal record retention 
requirements with federal audit officials, please contact me at 266-2818. General questions 
about the schedule should be directed to Steve Hirsch of the DOA Records Management Section 
at 266-2996, or by e-mail to Steve.Hirsch@DOA.state.wi.us 

Attachment 



STATE OF WISCONSIN 
Public Records Board 

TOMMY G. THOMPSON 
GOVERNOR 
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Date: 

To: 

September 7, 1999 

Fmance Managers and State Agency Staff That Work With Fmancial and Accounbng 
Related Records 

From: Peter Gottlreb, Charr 
Public Records Board 

9 6 ~~~~~b,~, 

Subject: General Records Schedule Frscal and Accounting Related Records 

The General Records Schedule Frscal and Accounting Related Records was approved by the Public 
Records Board in August 1999 Thus document provides guidance for managing fiscal and accounting 
related records to meet all reasonable retention needs. Retentron periods specrfied In the document are 
the minrmum time period for each record type The time periods and rdentrfied record dispositions are 
sufficient to meet admrnistrative, audit, legal and historical related requirements for these records 

Thus revrsron of the Fiscal and Accounting General Records schedule contains new sections covenng 
Internal control, consolrdated federal funds requests, Office of the State Treasurer, collectron related 
records; caprtal assets accountmg; and caprtal Inventory and surplus property related records 

Agency staff should follow the retenbon periods establrshed in thus schedule and routmely destroy records 
after the time periods specrfied have passed. Defer roubne records destruction in cases rnvolvmg 
Irtigatron, court orders, open records requests or outstandrng audits until the special need for continued 
retention ceases 

If you have questrons about rmplementatron of this general records schedule records you mrght find help 
at the DOA Records Management Websrte The Internet address IS 
http://www doastate WI us/dsas/recordsmgtl You can also contact your desrgnated agency Records 
Officer. If you need further assistance contact Steve Hirsch, Department of Administration Records 
Management Section at 608 266-2996 or E-marl at Steve.Hirsch@doa state WLUS 

EndorseFISGEN dot 
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PURPOSE 

The purpose of this schedule IS to: 

l Provrde agencres wrth unrform gurdelrnes for the retentron and drsposltron of common fiscal 
and accounbng related records; 

. Ensure that agencies retarn fiscal and accounting records as long as needed for internal 
admrmstratron, and to meet legal, fiscal, hrstoncal and other state of Wrsconsrn and federal 
requirements, 

. Promote cost-effective management of records; and 

. Provide agencres wrth legal authorization to dispose of obsolete records on a regularly 
scheduled basrs after mrnrmum retenbon penods. 

WHO MAY USE THIS SCHEDULE? 

Agencies Included Thus general schedule appkes to all Wisconsin state agencres and Unrversrty 
of Wrsconsrn Institutions. 

The Universrty of Wisconsrn System has a separate accounting system that feeds financral 
information to the state’s central accounbng system. However thus schedule IS written to 
accommodate financial records across state government Specrfic UW rnsbtution general 
schedules and agency specific schedules should be erther superceded or brought into 
conformance wrth thus schedule. 

All agencies wrll find the records senes categones and retention periods ksted In thus document 
relevant rn managrng personnel-related records 

SCHEDULE DOES NOT REQUIRE CREATION OF RECORDS 

It IS understood that not all agencres may have all the types of fiscal and accounbng records lrsted 
rn thrs schedule. Thus schedule does not require records to be created by state agencres It 
provrdes pokey guidance for those records that are created or received by state agencies 

SCOPE 

Thus general schedule covers records senes that agencres create and use for all aspects of 
finance and accountrng To make the document as usable as possrble the Information IS 
presented by functional areas As the pnmary agency with statewrde fiscal-related 
responsrbrlrtres. the State Controllers Office rn the Department of Admrnistratron records are 
Included along wrth the fiscal and accounting records of state agencres Agencies may use 
drfferent termrnology and may tile records series drfferently However, the functronal areas should 
be similar for all agencies and the retentron periods apply, regardless of the filing arrangement 
used. Sometrmes the document suggests, but does not require that records be filed together, as 
a unit If record senes wrth varyrng retention periods are filed together as a unit, the retention 
penod of the longest record senes will control all the record senes rn the file Records senes 
cover the following functional areas 

Frscal Admrnrstration Records 
Internal Control Records 
Payments and Recerpts for all Sources (Except Caprtal Items) 
Consolidated Federal Funds Requests 
Office of the State Treasurer Records 
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Collectron Related Records 
Capital Improvement and State Burldrng Commrssron Accounting Records 
Accounting Reports-WtSMART and Agency Accounbng Systems 
Payroll Frscal Related Records 
Caprtal Equipment Inventory and Surplus Property Records 

Some agencies, particularly, UW-Madrson, have developed and Implemented agency specific 
general schedules for certarn business and financial related records These agency specrfic 
general schedules wrll remarn rn effect dunng a transrhonal penod until the designated records 
officer for these agencies provide a crosswalk between this document and the exrstrng agency 
specrfic schedules. To promote enterprise consrstency and reduce dupkcate work effort agencies 
should make every effort to use this document for their fiscal and accountrng records 

Statewide fiscal and accounting records systems interrelate wrth other records Therefore, this 
schedule provides cross-references, where appropriate to other general schedules In the case of 
budget- related records, where no general schedule exists, the cross-reference might state that 
the relatronshrp IS with a “to be developed” general schedule. More information IS provided in the 
appendices 

Records Not Included This general schedule does not include the following types of records, 
although personnel records are also Interrelated with these functrons. 

Budget related records. 
State retirement related records maintained by the State Employee Trust Funds 
State investment related records maintained by the State Investment Board 
Records of the Legislative Audrt Bureau 
Payroll and Related records (See general schedule ) 
Purchasing Related records (See general schedule ) 
Personnel and Related Records (See general schedule ) 

Electronic Records For electronrc, magnetrc or machine-readable data systems, this schedule 
applies to the electronic data marntarned by the State Controllers Oftice and agency accounting 
systems. To the extent that the functrons of agency systems cover the functrons described for the 
records, use the appropriate retentron schedules. 

If agencres have addrtronal fiscal and accounting related records that are not covered, contact the 
resources lrsted below under “For Addrhonal lnformatron and Assrstance,” prior to developrng a 
separate schedule. 

FOR EFFECTIVE USE OF THIS SCHEDULE: 

Identify the Official Document, the Agency Record Copy and Other Working Copies: Many, 
but not all, fiscal and accounting records are produced and maintarned rn multiple copres This 
schedule covers all copres of the record, including the followrng. 

Official Document The official document is the record series that is most lrkely to be used for 
multr-agency audit purposes This document IS usually located in the State Controllers Office, 
Department of Admrnrstratlon or agency central fiscal or management servrces office 

In decentrakzed organrzabons the officral document may be located In an institution, distnct or 
field oftice or in a cost center or department within a UW campus Official documents can also be 
retarned in program offices. 

Agency Record Copy. The agency should also identrfy the agency record copy and Its locatron 
rn the agency The agency record copy IS that copy that must be retained to sabsfy any agency- 
specrric audit or legal requrrement of the agency’s operatron. 



Working Copies All other copres of the record are considered workmg or convemence copres In 
the interest of efticrency, do not keep these copres longer than needed. If you do not need 
convenrence copres rn the office, drscard them as soon as practical. Do not send them to the 
State Records Center. 

The relatronshrps between the records retamed by the Ofrice of the State Treasurer, State 
Controller’s Office and agency central accounting offices must be understood by all record users. 
Sometrmes these records are retained in multrple levels of state government for essentrally 
drfferent reasons 

The agency record copy and working copies of fiscal records @be rdenhfied by each state 
agency. Whether an agency retams dupkcabve fiscal records or chooses to assign responsrbikty 
at the divrsron, mstitution, program or department level withm the agency is a business decrsion. 
This document rdenbfies but does not mandate how the three levels of the same fiscal records 
could be organrzed For example if the CFO does not retain records for an identified record senes 
the set of records maintained one level down wrthrn an orgamzabon becomes the agency recbrd 
copy. 

Note. Generally, working copies should not be retained longer than the officral document and 
agency copres of the record, because of the costs assocrated wrth contmumg to mamtain them. If 
an agency contmues to retain convenrence copies beyond the retention periods set for official and 
agency copies, the agency will need to provide appropriate access to these copies in response to 
audit or legal requests and per Open Records Law. 

Records Series Titles and Categories: Titles of record series may not be the exact tttles used 
by an agency for each record or records series The schedule requrres some Interpretation and 
applicatron to specrtic agency trtles of fiscal and accountmg records If agency staff are uncertain 
about the schedule’s appkcatron to a specrfic group of records or need assrstance. see “For 
Additional Information and Assistance” section, to identify sources for advice 

Page13 begms a Ming of each record series, summarizing the retention requirements for ofricial. 
agency and workrng copies of the records. Each record series in a functional area IS described in 
narratrve detarl. includmg lists of forms, reports and other items included in the senes All items 
within a series relate to the same toprc and have the same retention requirements 

For easy reference, you may also consult the attached appendices 

Appendix 1 Records Series Index by Series Number 
Appendix 2’ Records Series Index by Series Title 
Appendix 3 Index by Standard Form Number or equrvalent, If form or item number is 

known 
Appendix 4 Summary of Other Approved Statewide General Record Schedules 

THE SCHEDULE IS A TOOL TO DEVELOP AND MAINTAIN RECORDS THAT 
DOCUMENT THE EXPENDITURE OF FUNDS 

Agencies need to maintarn adequate documentatron of fiscal and accountmg transactrons and 
activitres to meet Internal administrative needs, legal purposes and program and financral audrt 
requirements Thus schedule provides agency staff wrth a sound basis for adequate program 
documentahon 

Agency records management officers should work with fiscal and accounting staff to Implement 
organrzed fikng systems and design rnformatron processes that are consistent wrth effectrve. 
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efftcient records management pnncrples. Desrgn filrng systems to meet staff rnformabonal needs 
and facilitate cross-reference to retention and disposdron gurdance in thus schedule 

The agency should use thus schedule to dispose of records that are no longer needed on a 
continuing basis. Implement the retention and disposition policies in this schedule In a tamely and 
efficrent manner To facilitate drspositron. agency staff should cut off files periodically and develop 
methods to mark files when they close. 

For most fiscal records, the final drsposrbon IS “Destroy”. A few record series may contain 
hrstoncal value These are indicated in the schedule with a drsposrtron of “transfer to the State 
Historical Socrety” for archrval preservatron. after the rndrcated bme periods For UW instdutions, 
records desrgnated for preservation should be transferred to the individual campus archives. 
Unrversrty Archives fulfill the same oblrgations as the State Archives under s 16.61(13), Wrs. 
Stats 

RECORDS RELATED TO THE USE OF FEDERAL FUNDS 

Retention schedules developed in this schedule meet or exceed federal retention requrrements, 
as contained in the “Administrative Requirements for Grants and Cooperative Agreements to 
State and Local Governments (Common Rules) “The common rule requrres grant recrprents to 
maintarn grant records for three years from the date of the final grant expenditure report, which 
should occur withrn 90 days after the grant endrng date Retaining financral records for the current 
fiscal year plus 4 back fiscal years should meet this requirement for a typrcal l-year grant endrng 
on the federal fiscal year end of 9/30/xXxX. 

Grants for periods exceedrng one year may require a longer retenbon penod 

If a federal agency requrres retentron of records for longer periods than those provrded rn thus 
schedule, agency staff should obtain specific, written directions from the federal agency, detarltng 
retenbon requirements and indicating terms and conditions to be followed. In addition, contact 
officials in the identdied areas of the State Controllers Office, the Legrslatrve Audit Bureau or the 
Publrc Records Board, so that the srtuatron can be rnvestrgated. 

RETAINING RECORDS 

Agencres are required to follow thus schedule for applrcable records Retentron periods 
estabkshed and drspositron directions are state policy requirements for fiscal and accounting 
records. Records may be delayed from destruction only under the following conditions. 

Particular records have been rdentrfied as needed for a financial or performance audrt, 
Records are needed for an actual or imminent legal proceeding, or 
An open record request for retneval of parhcular records has been recerved and not 
completed. 

The Wisconsin Open Records Law, s. 19 35(5), Wrs. Stats, forbids the destructron of any record 
after an inspectron or copyrng request untrl the request IS granted, or at least 60 days after the 
date that the request IS denred Court orders may extend thus trme period. The agency’s legal 
custodian of records can provide advice 

It IS the responsrbtlrty of the office holding the record to determine If an audrt, litrgation, or an open 
record request is pendrng, before drsposrng of that record 

Official and agency record copy of inactrve records that must be retained for an additional period 
of time before the exprratron of therr legal retention requirements, should be transferred to a low- 
cost, Inactive records facrkty, such as the State Records Center. 



CONFIDENTIALITY OF FISCAL AND ACCOUNTING RELATED RECORDS 

Some fiscal and accounting related records may contain contidential or restricted access records 
such as social secunty numbers However rn general, most fiscal and accounting records 
idenhfied rn thus schedule do not contain confidential or restricted access informatron and are 
kkely open 

If in doubt as to whether or not a specific record IS confidential, it IS always a good idea to check 
with agency legal counsel If your agency does not have a legal counsel, an Assrstant Attorney 
General in the Department of Justice should be able to provide advrce. 

The term “destroy confidentral” is used throughout the document for those records wrthout 
secondary historical value It IS prudent to destroy all fiscal and accounting records in a 
confidentrat manner. Contact the Department of Adminrstration (DOA) Records Management 
Section to discuss available options for confidentral destruction of records Outlying areas should 
use locally available facrlrtres capable of meehng state cntena for contidentral drsposal of records 

PERSONALLY IDENTIFIABLE INFORMATION 

Some fiscal and accounting related records rn this schedule contarn personally identifiable 
rnformation wrthrn the meaning of thus term, as defined rn s 19 62(5), WIS. Stats. The types of 
records that contain personally identifiable Information include records with names and social 
security numbers Agencres should be aware of the requirements in Subchapter IV, Personal 
Information Practices, of Chapter 19 of the state statutes and any appkcable program specific 
laws or regulations that restnct use or release of socral security numbers. 

FOR ADDITIONAL INFORMATION AND ASSISTANCE 

Agency personnel should also consult with the followrng resource staff for additional informatron 
and assistance with records management concerns 

Records Management Officer: Each agency has a desrgnated records officer who serves as 
Ilarson to the Pubkc Records Board. The records officer is responsrble for agency-wide records 
management planning, program development, and assrstance 

DOA Records Management Section The DOA Records Management Secbon provides free 
training sessions, as needed, on implementatron of general records schedules 

Public Records Board, The boards Execubve Secretary can offer technical assistance and 
training to assist agencres wrth records management, including records scheduling and 
rnterpretatron of schedules 

State Historical Society The State Historical Society of Wisconsin (SHSW) assrsts agencres 
wrth records management, particularly in identifying the small percentage of records that have 
historical value 

UW Institution Archives, UW rnstrtubons have delegated authority to operate archives for 
historical institutional records Oftentimes, the UW insbtutional archives also functions as the 
focus for records management related actrvrhes on the campus. 

Overview of WiSMART 
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WSMART IS the statewide accounting system The system IS host based operating on a large 
mainframe computer managed by the Drvrsron of Info-Tech Servrces within the Department of 
Admrnrstratron 

The software on whrch WSMART IS based IS a modified version of the Advantage software 
developed by American Management System of Fairfax, Virginia. On July 1, 1993. the AMS 
Government Financial System or GFS, Versron 8 0 was rnstalled and implemented. An upgrade 
of the GFS system was completed May 19, 1995 to Versron 8 2 Thus versron has since been 
renamed by AMS to Advantage 1 0 1 On March 9, 1998, the system was upgraded to the latest 
version of the AMS software, Advantage 2000. 

The state utilizes the following Advantage ledgers general ledger, budget ledger, collecbon 
memo ledger (recerpts), projects ledger, and grants ledger, the advanced recervable and fixed 
asset ledgers, Accountrng information, some at a summarized level, is marntarned on WrSMART 
for all State agencies. Agencies enter data either directly on-line or through interfaces processed 
overnight in batch mode 

Five “interface agencies” rely on their own accounting systems and send data from these systems 
to WSMART. Interface agencies include the University of Wisconsin (summarized data), 
Department of Transportation (detail), Department of Workforce Development (summarized) the 
Department of Correcttons (summarized) and the Department of Health and Family Services 
(summarized). All other agencres are usrng WiSMART as therr agency accounting system 

Legend 

The DOA State Controller, Legrslative Audit Bureau, federal Office of Management and Budget, 
and federal Treasury department provrde oversight over financial related records Thus schedule 
covers the records of the DOA State Controller, the State Treasurer, and Wrsconsrn state 
agencies It does not include records maintained by the federal government or the state 
Legrslatrve Audit Bureau. 

Where the DOA or State Treasurer marntarn records, this copy IS the “ofricral state copy of record” 
for each record senes idenhtied. The term “OV” IS used to describe these organrzabons wrthrn 
thus schedule 

Each Wrsconsrn state agency or UW rnstitubon has a fiscal management functron The term 
“central finance office” or “CFO” IS used to descnbe thus organization in an agency. Larger state 
agencies have field offices wrth financral dukes such as state pnsons. mental health facrlrtres or 
districts, campus cost centers and academic departments. The designation “FO” is used to 
describe these field offices in an agency. 

Because the state is a large and diverse organization a certarn level of duplication in records IS to 
be expected The DOA and State Treasurer maintarn records and provrde oversight from a 
statewide perspectrve The CFO office marntarns the “agency copy of record” for each agency’s 
fiscal records. Freld offices and drvisrons, dtstncts, or rnstrtutrons usually maintain “working 
copres” of fiscal records if the CFO or OV unrts rn the state also maintarn the same records. It is 
also possible that the FO maintarns the agency copy of record and the CFO erther does not retarn 
the records or marntains a working copy. 

Retention Period IS the length of time an office must keep parhcular records Thus IS usually 
expressed rn terms of years, months, days and may be contrngent upon an event date or 
specrfication date that tnggers the “clock” 

CR refers to creatron. Creabon retention periods start when a record IS created or recerved 
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EVT refers to event Retention periods tied to event dates do not begin untrl the event occurs and 
the retention time penod IS then triggered. For example, If a record senes has a retention of EVT+ 
1 year and the event IS defined as the life of an asset all records in thus category would be 
retained one year after the asset IS sold, scrapped or otherwrse taken out of service. 

FIS means the current fiscal year. Therefore FIS+4 years indicates that these records must be 
retained for the current fiscal year and four complete addttronal fiscal years The Legrslative Audrt 
Bureau has determrned that most of the fiscal related records in this schedule should be retarned 
for FIS+4 years to satisfy audrt requirements Unlike CR and EVT retention periods, record senes 
Identified as FIS are managed in blocks by fiscal year 

Disposition is the final state rn a record’s kfe cycle, involvrng either destrucbon, transfer to 
inactrve storage with destruction at a specified later date, or transfer to erther the State or UW 
Archives for permanent preservatron. 
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I. Fiscal Administration Records 

Fiscal adminrstration includes agency fiscal policy development and Implementation, compkance 
with state fiscal policres as estabkshed by the DOA Ofrice of the State Controller, State Treasurer, 
and Legrslatrve Audrt Bureau, reporbng of fmancral status and activities, reconciliation of accounts 
and responses to audrts 

90000000 Fiscal Management Subject and Correspondence Files 

Records used to support general agency fiscal management (usually arranged alphabetically by 
subject) including correspondence, memoranda, and reports pertaining to general fiscal matters 
and internal fiscal policies and procedures 

OV and CFO FIS+4 
FO EVT (when no longer needed) 

Drsposrtion Destroy for both 

Note Agencies should not use thus Item for records that are covered by separate authorizations rn 
this series. 

90000001 State Fiscal Policies and Procedures Records 

Memoranda, rules, orders drrectives, procedural mstructrons, regulations, bulletins, notices, and 
any other instructions issued by oversrght organrzabons or other control agencres which are 
directrve in nature or explarn policies or procedures relating to the fiscal administratrve 
responsrbrlrtres of the agency’s fiscal office Examples of thus type of record are the state 
accounting manual, the State Controllers newsletter, agency departmental policy manuals, and 
the following manuals related to the procurement card program Cardholder manual: Sate 
Administrator and Site Managers Handbook; Bank Implementation Manual These are ongorng 
records needed for program management Only the matenal that IS superceded or deleted IS 
retamed for documentatron per thus senes 

OV and CFO EVT+3 years Event IS date of supercessron of polrcy or directrve 
FO EVT (when no longer needed) 

Drsposrbon: Destroy for both 

90000002 Routine Internal Status and Activity Reports 

Internal statistrcal and narratrve reports created by an agency on the routine operations and 
functions of a fiscal office, including weekly, monthly and quarterly reports for operatrons. 
management analysrs and planning. 

OV CFO and FO EVT (when no longer needed) 

Disposition Destroy for both 

90000003 Non-Routine Financial Reports and Studies 

Reports and studies created for fiscal, accounting, and admmistratrve review or analysis by the 
agency, another state agency, a federal agency or an external party mcludmg equity and escrow 
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reports, fringe benefit studies, facility usage reports, cost comparison studies, sales reports, 
Investment practice studies and other special reports or studres 

OV and CFO 
FO 

Drsposrbon 

90000004 

FIS+ 4 years 
EVT (when no longer needed) 

Destroy for both 

Audit Reports, Agency Responses and Audit Finding 
Resolutions 

Agency copies of audrt reports created by the Legrslative Audit Bureau, agency Internal audrtors, 
and other state, federal or private agencres that monrtor, examme, and verify the accounts and 
fiscal affairs of an agency, and agency responses OMB Circular A-133 sets the federal standard 
for retentron of audits Thus becomes the de-facto standard for all audit reports 

OV and CFO EVT+3 years (event IS date of submrssion to the Federal Clearinghouse 
designated by OMB for federal programs and date of rssuance of final report for state programs) 
FO EVT (when no longer needed) 

Dispositron: Destroy for both 

90000006 Audit Reports, Agency Responses, and Audit Finding 
Resolutions -Pass-Through Entities 

Agency copies of audit reports created by the Legrslative Audrt Bureau, agency Internal audrtors, 
or other state, federal or pnvate agencres that monitor, examine, and verity the accounts and 
fiscal affarrs of an agency required to be audited by the federal government under OMB Circular 
A-233 The requirement IS three years from the date of receipt 

OV and CFO EVT+3 years Event=rssuance of final audit report 
FO EVT (when no longer needed) 

Drsposrtron Destroy for both 

9000006 Reconciliation Work Papers 

Intermediate fiscal records of recerpts and drsbursements used to reconcrle accounts, including 
spread sheets, proof sheets or trawl balance work sheets, abstracts of recerpts, drsbursements, or 
clarms, and other supportmg documents related to voucher or procurement card transactions 

OV and CFO 
FO 

Drsposrbon 

FIS+4 
EVT (when no longer needed) 

Destroy for both 

9000007 Authorization/Approval for Purchasing Card 

Forms and approvals for indrvrduals to obtam procurement card May Include authonzatrons, 
card-holder agreements, and related forms to estabksh accounts 

CFO FIS+4 
FO EVT (when no longer needed) 
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Drsposrtron Destroy for both 

II. Internal Control Records 

Internal controls can be defined as “the plan of orgamzatron and all of the coordmate methods 
and measures adopted wrth an organization to safeguard its assets, check the accuracy and 
rekabrlrty of Its accounting data, promote operabonal efficiency and encourage adherence to 
prescribed managenal policies ” 

90000010 Internal Control Policies and Directives 

Final versions of agency policies and directives governing internal control requirements and 
procedures for agency program units and staff Includes associated memos, bulletrns, and 
manuals that explain agency Internal control policies. 

ov A Maintain master set permanently 

B Case files documenhng polrcy-related changes, 
EVT+3 years Event IS the date the policy directive is wrthdrawn, revrsed, or 
superceded. 

CFO 

Disposition. Destroy 

Agency master copy of internal control polrcies and drrectrves 

EVT+3 years Event IS the date the policy drrectrve IS wrthdrawn. revrsed. or 
superceded. 

Disposrtron. Destroy 

FO Working copies of internal control polrcres and directives 

EVl+O years Event IS the date the policy directive is wrthdrawn, revised, or 
superceded 

Disposition Destroy 

90000011 Vulnerability Assessment Files 

Correspondence, memos, survey forms, nsk assessments, and reports created and collected 
dunng the course of surveys and studres which rdentrfy areas of operatrons susceptrble to abuse 
or misuse 

OV. CFO, or 
FO EVT+3 years. Event IS date assessment IS completed 

Dispositton Destroy 

90000012 Internal Control Audit Work Papers 

Plans, analysrs research materials, draft reports, background materials and related records used 
to plan and prepare internal control audit reports. 

OV, CFO, or 
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FO EVT+3 years. Event IS date of completed audit report 

Drsposrhon. Destroy 

90000013 Internal Control Audit Reports 

Reports documenting the findrngs of Internal control audrts of agency program areas and 
recommendations for Improvements. 

OV, and 
CFO EVT+3 years Event is date of completron of the Internal control audit for the 

concerned area Destroy other copres when no longer needed for admrnistrative 
reference (EVT+O years) 

FO Retenbon. EVT+3 years (Destroy other copies when no longer needed for 
adminrstrahve reference) 

Disposition Destroy for both 

90000014 Corrective Action Files 

Reports, memos and other records documentmg responses by program unrts to vulnerabMy 
assessment reports and to Internal audrt reports 

OV; CFO; or 
FO EVT+3 years. Event IS date of final audrt report for the concerned area, 

Drsposibon Destroy 

90000015 Internal Control Program Subject Files 

Reference files used to support the development and admmistration of agency internal control 
programs, mcluding reports, plans, arbcles, polrcies and procedures, and related material, 
arranged by subject or topics such as nsk management, nsk assessment, management practices, 
operabonal efficrency and audit methods. 

OV; CFO, or 
FO EVT+O years (when obsolete or superceded) 

Disposition Destroy 

Frling Note Do not use this Item for records that are covered by separate authorizations listed 
above. If used, agencres should cut off files at the end of each fiscal year and drspose of obsolete 
records at regular Intervals. 

Ill. Payments and Receipts from all Sources except for Capital Improvement 
and State Building Commission Projects (Covered in Section VII) 

This section covers all contract and non-contract source records related to purchases of goods 
and services or payments of claims includrng workers compensation payments, except for 
records of contracts relabng to capital construcbon or land purchases It also Includes source 
records for employee travel payment files, agency contrngent fund payments, procurement card 
payments and other claims for payment by the state agencres 
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Note, Agencies are not requrred to separate large volume contracts from other financral records 
If an agency does not wash to mod@ their procedures or systems to separate out large volume 
contracts all payment and recerpt related records for non caprtal items must be retained for FIS+6 
years per RDA 90000021 

This sectron also covers records associated with recerpt of funds by the State of Wisconsrn and 
state agencies except for funds that are recerved electromcally from the federal government That 
area is covered in a separate sectron of the schedule. 

90000020 Expenditures/Receipts/Accounts Payable and Accounts 
Receivable Records (See special requirement for large dollar 
volume contracts) 

Records related to the purchase of goods or servrces. whrch may or may not requrre a contract 
(see below for contracts valued at $250,000 or greater) May Include purchase reqursrtions and 
)usbficatrons, vendor sokcitations, requests for proposals, price quotattons. contracts, leases, 
bonds, bid proposals, specifications, procurement record checklists, purchase orders, receipts 
remittance forms, other payment history records, rnvorce requests, merchandise recerpts, vendor 
invoices, agency vouchers, service reports, and other supporting documentatron Also includes 
records used by an agency accounts payable/clarms office to track and momtor the clarms and 
payment process on a dally basis, rncludrng manual and automated logs, registers, kstrngs and 
related records 

Also rncluded records documentrng recerpt of funds rncludrng forms, vouchers, cash regrster 
receipts, cash receipts and attached documentatron. invoices, and accounts receivables. 

Note. Agencies may choose to keep some of the purchasrng related documentabon m a separate 
purchasing case file See the Procurement and related General Records Schedule 

OV and CFO FIS+4 years 

FO FIS (current fiscal year)+ 1 year 

Disposrtron Destroy for both 

90000021 Expenditure/Receipts/Accounts Payable and Accounts 
Receivable Records Related to Agency Let Contracts Over 
$250,000 

Records related to the purchase of goods or ser-vrces totalrng $250,000 or more, whrch require a 
contract May include approved claims, purchase reqursrtrons and ]ustificahons. vendor 
solicitations, requests for proposals, price quotations, contracts, leases, bonds, bid proposals, 
specrficatrons, procurement record checklists, purchase orders, recerpts, remittance forms and 
other payment hrstory records, rnvoice requests, merchandrse recerpts, vendor invoices, agency 
vouchers, service reports, and other supporhng documentation Also includes records used by an 
agency accounts payable/clarms office to track and monitor the clarms and payment process on a 
dally basis, includrng manual and automated logs, regrsters, kstings and related records 

Also may rnclude records documenting receipt of funds rncludrng forms, vouchers, cash regrster 
receipts. cash receipts and attached documentabon, rnvorces. and accounts receivables. 

Note, Agencies may choose to keep some of the purchasrng related documentation in a separate 
purchasrng case file. See the Procurement and related General Records Schedule. 

OV and CFO FIS+ 6 years 
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FO FE+6 years 

Disposrtron Destroy for both 

IV. Consolidated Federal Funds Requests 
The State Controller’s Office operates a system to request funds on behalf of numerous state 
agencies. Currently, the Federal cash Management System (FCM) is used to request 
approxrmately 85% of all federal money recerved by the state FCM IS an SQL-server database 
system. Prior to FCM the Single Letter of Credit (SLC) system was used to make these requests 
for federal funds 

Thus section does not include records related to the actual grant application, which are marntarned 
by rndrvrdual agenctes 

90000030 Single Letter of Credit Monthly Reports (old RDA 505/220 
00028000) 

Because grants are received from many federal agencies and cover varying and lengthy grant 
periods a ZO-year retention of these mrcrofiche reports IS necessary 

Reports include but are not lrmited to, master file status report; monthly balance report by 
document number; detail overdraft report, detail revenue report; and detarled expenditure report 
act&y 

ov FIS+lO years 

CFO and AFO No records 

Disposrbon Destroy 

90000031 Single Letter of Credit Daily Reports (old RDA 505/220 
OOOZSAOO) 

Used on a daily basrs to determrne the draw. The reports show each detarled expendtture by 
finance account code, payee, voucher number and the file marntenance as it was keyed and the 
master files updated 

ov FE+6 years 

CFO and AFO No records 

Dispositton Destroy 

90000032 Single Letter of Credit Administrative Records (old RDA 
5051220 00029000) 

Includes backup documents, recerpts, request vouchers, transfer vouchers and mrscellaneous 
records 

GJ 
ov FIS+6 years 

CFO and AFO No records 



Drsposrtion Destroy 

90000033 Federal Cash Management (FCM) System Reports (Old RDA’s 
505/2200026900and0027000. 

FCM IS a PC-LAN system that provides consokdated federal cash requests The detarl, 
expendrture, and avarlable to draw reports are used daily to determrne the state draw The reports 
show each detarled expenditure by ard category, CFDA, major fed ard numbers, CMIA scheduled 
draws, type of transactron and reference numbers. 

Other reports are used to reconcrle the day’s dally processing 

Quarterly reports provrde for the reporhng of expenditures from the FCM to the federal financing 
agency and provides for reconcrkation of cash revenues between FCM and the federal financing 
agency The monthly ACH report IS used in the reconcikation process 

ov FIS+6 years 

CFO and AFO No records 

Disposition Destroy 

V. Office of the State Treasurer (OST) Records 

The State Treasurer is responsrble for the custody and disbursement of state money and for the 
custody and care of securitres representrng the Investments of various state funds deposrted wrth 
the state under statutory requrrements The treasurer acts as registrar for all general obligatron 
bonds and marntains detailed records for such bonds as well as for the Local Government 
Pooled-Investment Fund The office also maIntarns records for all property received under the 
unclaimed property and general escheat laws 

This schedule covers all OST records except those involvrng the unclaimed property program and 
general escheat laws. 

90000040 Paid/Canceled Checks - Microfilm/CD ROM 

Microfilm/CD Images of the front and back of canceled checks are provided by the State’s 
workrng bank and are the primary medra utrlized to provrde copres of pard checks as ‘proof of 
payment’. The onginal paper records are retarned based on an analysrs of the State’s exposure 
to risk due to forgeries or other fraudulent acbvrty Checks Issued by the State of Wisconsin are 
assigned a letter series as follows 

A-General Operations 
B-Payroll 
C-UW General/Payroll 
H-Annuities 
I-Rush 
J-W2 
L-Lottery 
M-General Operabons (laser printed) 
P-Low Income Energy Assistance 
R-Revenue Refunds 
S-Replacement 
T-Revenue Tax Adjustments 
X-Garmshments 
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Z-Investments 

The original. paper checks have been grouped by letter series into 3 categories. low, medrum, 
and high audit probability with retention periods rncreasrng with the higher exposure level of risk 

ov EVT+ZO years Event is month pard. 

Drsposrtion. Destroy 

90000041 Paid/Canceled Checks - Low Audit Probability 

Ongrnal paper canceled checks paid under Secbon 14 58(4), Ws Stats, with a low audrt 
probability are identified by the following letter series: 

A-General Operatrons (vendor) 
B-Payroll 
C-UW General Operations/Payroll 
I -Rush 

L-Lottery 
M-General Operations (laser pnnted) 
Z-Investments 

These checks are retained by the State’s working bank and destroyed after 2 months 

ov EVT+2 months Event IS month pard 

Drsposrtion Destroy 

90000042 Paid/Canceled Checks -Medium Audit Probability 

Original paper canceled checks paid under Secbon 14 58(4), wis. Stats, with a medium audrt 
probability are Identified by the following letter series: 

J-W2 
P-Low Income Energy Assistance 

*R-Revenue Refund 
*T-Revenue Tax Adjustment 

S-Replacements 
X-Garnrshments 

These checks are microfilmed by the State’s working bank, returned to OST and then retained for 
18 months. 

ov EVT+18 months Event IS month paid 

Dispositron. Destroy 

Admrnrstratrve Note *Checks issued rn these series wrll be destroyed in 6 month Intervals for 
adminrstrative convenience Checks Issued Jan-June in year one WIII be destroyed rn June of 
year 3 (If paid In the same month as Issued); those issued July-December of year 3. 

90000043 Paid/Canceled Checks - High Audit Probability 

Onginal paper canceled checks paid under Section 14 58(4). Wrs Stats, with a hrgh audrt 
probabrlrty are rdentrfied by the followrng letter senes 
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H-Annurtres 
SSI 

These checks are mrcrofilmed by the State’s workrng bank returned to OST and then retarned for 
36 months 

Also rncludes agency issued petty cash accounts that are marntarned outsrde the state 
accounhng system. Due to the possrbrlity that less internal control exrsts for these types of 
accounts they are assrgned to the hrgh audrt category. It is not necessary to maintain the actual 
canceled checks for 20 years These checks may not be processed through the state’s workrng 
bank 

OV; CFO, AFO EVT+3 years. Event is month paid. 

Disposition. Destroy 

90000044 Paid/Canceled Checks - Not Microfilmed 

In the automated post processing of pard checks at the State’s working bank, It is not unusual for 
checks to ‘reject’ or to be ‘pulled’ out of the work process because of muhlatron. reconciling 
problems, origrnal needed for fraud rnvestrgabon, etc. When this happens, the original checks 
are never mrcrofilmed In order to provide a copy of the check for ‘proof of payment’ rn the future, 
the origrnal paper checks are returned to the State Treasurers Offtce This RDA provides that 
the retentron for ‘unfilmed’ Items agrees wrth the filmed Items. 

ov EVT+20 years. Event is month paid 

Drspositron Destroy 

90000045 Checks-Alignment and Control 

Akgnment and control checks are typrcally the first and last checks wntten on a parhcular warrant 
register These checks are used as a control to insure that each check senes is written in 
numerical sequence and that all checks in the sequence are accounted for These checks are 
physically marked “VOID” 

ov CR+1 year, 

Drsposrtron Destroy 

90000046 Checks-Voided 

Vord checks result from errors rn the printing or processrng of checks, Thus Includes mutrlated 
checks, reprinted checks and blank checks In check processing it is not unusual to reprint an 
entire batch of checks when something goes wrong in the printing or post processrng operatrons. 
These checks are typically not marked ‘VOID and are kept in a secure locabon until destroyed 

ov CR+ 1 month. 

Drsposrtion Destroy-Confidentral 

90000047 Stop Payment Records 

19 



Request for Stop Payment (Form ST-60); related correspondence, State’s workmg bank 
certification that payment has been stopped; Internal reports/files showing check series. payee, 
amount, and date of issue and reissued check mformation. 

Also applies to agency petty cash funds 

Because of potentral cnmmal mveshgation, Statute of Lrmitations, S 893 93 wis. Stats. drctates 
that thus record series be kept for 6 years. 

OV; CFO, AFO EVT+ 6 years. Event IS date batched by month that the stop payment 
was executed 

Drspositron: Destroy 

90000048 Forgery Records 

Affidavit of Forged Endorsement form (ST-31); related correspondence with the requestmg 
agency and the State’s workmg bank; internal reports/files showmg check series, payee, 
amount, date of rssue and rerssued check mformahon 

Also applies to agency petty cash funds 

Because of potentral cnminal investrgation, Statute of Limitabons. S 893 93 Wis. Stats, dictates 
that this record senes be kept for 6 years 

OV; CFO, AFO CR+ 6 years. 

Drsposrtron Destroy 

9QOOOQ49 Canceled Check Records 

State issued checks are typically payable at the State’s workmg bank for 1 year from the date of 
issue, however, the State contmues to have a liabtlrty to pay on any check for up to 6 years as 
provided rn the Consbtutron This record series includes records relatmg to the drsposrtion of 
unpaid items between the bme they are l-6 years old and mcludes agency requests for 
reissuance of checks 

Also applres to agency petty cash funds 

OV, CFO, AFO FIS+ 5 Current fiscal year and 5 back years. 

Disposition: Destroy 

90000050 Municipal Collections Records 

Reports typically show amounts collected, statute, amount retamed by county/local government 
and portion sent to state Reports and remittances Include 

ST-83/ST-85 Fines, Forfertures. Assessments, Surcharges and Court Fees - 
ST-7 Probate and Addrtronal Birth Certificate Fee collected by counties 
ST-54 Taxes and License Fees collected for dog and marriage Incenses. 

Also includes related records/files, correspondence and reports 

ov EVT+ 3 years. Event IS date report filed 

20 



Drsposrtron Destroy 

90000051 Receipt Collection and Related Records 

Daily recap reports of WSMART accepted receipts for the general and miscellaneous funds 
showing date, agency, fund, amount and type of deposrt (1.e wrre transfer, check, cash) Detail 
reports of electronic deposrts from the State’s workrng bank Agency reports of electronically 
generated rncomrng funds transfers Dally and monthly reports including Treasurers Monthly 
Report Daily cash Journal detarlrng cash deposits made wrth Treasurer’s Office Check recerpt 
logs 

Note, The agency copy of these materials are the audrtable documents. See Section Ill 

Also includes related records/files, correspondence and reports 

ov EVT+ 3 years Event is date recerpt recorded 

Drsposition Destroy 

90000052 Disbursement Activity and Related Records 

Records relating to the drsbursement (check writing) acbvrtres of the State as recorded by the 
State Treasurer at the fund level Dally recap reports of recorded disbursements for the general 
and miscellaneous funds showing date, fund, and amount Detail reports of electronic 
disbursements from the State’s working bank Agency reports of electronrcally generated 
outgoing funds transfers 

Many of these reports/records are maintained on mrcrofiche Also includes related records/files, 
correspondence and reports. 

ov EVT+ 3 years Event IS date disbursement is recorded 

Disposition: Destroy 

90000053 Local Government Pooled Investment Fund Records 

Chapter 25 50, WIS Stats enables local governments (I e school drstncts, town, villages, crties. 
counties and special drstricts) In the State of Wisconsin to invest any Idle funds In the State 
Investment Pool. 

Records Include, Designatron of account and wrthdrawal rnstructions - sets up authorizatron to 
open an account origrnally Correspondence related to the account. Daily reports of account 
activity Dally and monthly reconcilratron reports. 

Also includes related records/files, correspondence and reports 

ov EVT+ 3 years Event IS date the instructrons are vorded or superceded 

Disposrtron Destroy 

90000054 Fiduciary Records and Correspondence 

Banks and Insurance companies dorng busrness rn the State of Wisconsrn are statutorily 
required to have collateral on deposit with OST 
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Records rnclude Reports from the custodran holding the secuntres, transmittal forms, 
correspondence regarding account activity; and audrt reports 

Also includes related records/files, correspondence and reports 

ov EVT+ 3 years, Event IS date of transaction 

Disposition, Destroy 

90000055 General Obligation Bond Records 

The State Treasurers Office IS charged wrth Insuring the timely transfer of debt servrce 
payments once bonds have been issued. Records are created and marntarned that calculate 
and verify the necessary payments Bonds fall into three general categories. bearer bonds, 
fully regrstered bonds and book-entry only bonds Records are maintarned on each issue 

Records include stop payments, lost bonds; registratron & transfer requests, 
coupon redempbon, bank statements, yearly reconciliabon reports, and payment schedules 

Also rncludes related records/files, correspondence and reports 

OV, CFO. or 
FO EVT+ 30 years Event IS date bond matures or called 

Disposition’ Destroy 

VI. Collection Related Records 

Note. These are the case tiles assocrated wrth collectron and not the records rn the accountrng 
system that document specific write-offs 

90000070 Collection Case Files-Delinquent and Uncollectable Accounts 

These records rnclude nobces of late payment, “dunnrng” letters, other documentatron of 
collectron efforts, payment agreements and the amount of debt defaulted or wntten off as 
uncollectable. Also could Include documentatton of bad debts sent to an outsrde collectron agency 
and other efforts to he collectron to state or local government programs I e computer matchrng 

Deknquent accounts stay acbve unbl a decrsron is made that there IS low probabrkty that the 
account can be collected. At that point the agency can drrectly wnte off the debt from Its books or 
refer the account to a collection agency If referred to an agency for collection, the agency 
marntarns the deknquent account on its books for an addrhonal penod of time If no payments are 
recerved during the time penod defined for collechon by the agency the account IS then wntten 
Off 

OV and CFO 
FO 

Drsposrtron. 

VII. 

EVT+ 7 years 
EVT +I year 
Event In both cases IS date account IS due, I e Apnl 15’” for state income 
tax payments 

Destroy for both 

Capital Improvement and State Building Commission 
Projects Accounting Records 
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Note Most accountmg systems and related records separate caprtal assets from other fiscal 
records. The first editron of the Fiscal and Accounbng Schedule expressly excluded these types 
of records These are the accounting and fiscal related records These records do not Include 
program related case files such as property related case files or burlding constructron case files 

90000080 Capital Accounting-Accounts Payable Records-Special 
Federal Requirements 

Records may Include the following records, acquisrtions caprtal assets, deprecration schedules, 
fixed assets, material transfer files; mortgage ledgers; facility/plant ledgers, property detarl 
reports; property Inventory reports, and reports on property sold. 

Federal regulations for tax exempt bondmg requrres that expendsure records must be retamed for 
6 years past the matunty date of a bond. Because expenditures are not assigned rmmedrately 
there IS not an efficient way to tile expendrtures by specific bond Issue Therefore as most bonds 
are ZO-year matunty bonds and 30 years is the maxrmum bond matunty length a 30-year 
retentron WIII cover most records 

ov 

CFO and FO 

Drsposition 

90000081 

EVT+30 years (Event IS the Issuance date) 

EVT (when no longer needed) 

Destroy for both 

Capital Accounting-Accounts Payable Records-Projects 
Not Funded with tax-exempt Debt 

Records may Include the followmg records, acquisitrons caprtal assets, depreciation schedules, 
fixed assets, matenal transfer files; mortgage ledgers, facrlrtylplant ledgers, property detarl 
reports; property inventory reports, and reports on property sold 

ov 

CFO and FO 

Drsposition 

9000082 

EVT+4 years (Event IS project closing) 

EVT (when no longer needed) 

Destroy for both 

Capital Accounting-Project Budget Transactions 
(Allotments) 

Records may include budget-related records for specific capital projects mcludmg detaris by 
project and sub-project, vendors; and vendor types 

ov FIS+6 years 

CFO and FO EVT (when no longer needed) 

Drsposrhon Destroy for both 

VIII. Accounting Reports-WISMART and Agency Accounting 
Systems 
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90000090 WiSMART and Agency Accounting/Fiscal Status Reports- 
AdHoc and Monthly Reports 

AccounbngHiscal status reports generated from WlSMART reflectrng the status of appropriations, 
expendrtures, drsbursements, and recerpts of an agency See appendrx 4 for lisbng of the SpeClfiC 
reports 

OV and CFO FIS+4 years 

FO EVT (when no longer needed) 

Drsposrbon. Destroy for both 

90000091 End of Year Accounting/Fiscal Status Reports 

Accountrnglfiscal status reports generated from WtSMART or agency accountrng systems 
reflecbng the final annual status of appropriations, expendrtures, disbursements. and receipts of 
an agency. Note Many of these reports are retained rn mrcrofiche formats See appendix 4 for 
listing of the specific reports 

OV and CFO FIS+6 years 

FO EVT (when no longer needed) 

Disposition Destroy for both 

90000092 Tax Related Reports 

Reports required by state agencres to be filed wrth the federal Internal Revenue Servrce, Social 
Secunty Administratron and state Departments of Revenue related to admrnrstration of tax 
collectron. Includes manual warrant pnnt screens, worksheets, and electronrc federal tax payment 
system (EFTPS) Input forms 

0V;CFO or FO FIS+ 5 years 

Drsposition Destroy for both 

IX. Payroll Fiscal Records 

Note The record senes below relate only to those payroll-related records that interface directly 
with accounting functions. A more complete listing of Payroll related records can be found in the 
separate general schedule for payroll related records. 

90000100 Supplemental Payroll Vouchers 

The payroll voucher IS used to cerbfy the gross salaries earned, various statutory deduchons 
(erther voluntary or mandatory) and net take-home pay for each person employed In a 
department, Legrslahve agencres use thus payroll form for therr monthly payroll. Supplemental 
payrolls are prepared by the agency payroll office when an employee is grossly over or underpaid 
or B a paycheck was not generated for an employee on the payroll system Payroll vouchers must 
have an authorized srgnature and must be submitted to DOA for audit and payment Form DOA 
6110 or equrvalent IS used for thus purpose Documentabon may be attached to the submittal 
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ov CR+50 years 
CFO CR+ 18 months 
FO EVT (when no longer needed) 
Drsposrtion. Destroy for all 

90000101 Payrolls and Payroll Registers 

Payroll listrngs showing gross and net pay, as well as deducbons for state employees These are 
the basrs for all salary payments and are referred to on questrons of back pay and income taxes. 
Also rncludes payroll voucher signature page for each payroll 

OV and CFO 

FO 

Disposition 

90000102 

CR+4 years 

EVT (when no longer needed) 

Destroy for both 

Central Payroll Bi-Weekly Payroll Voucher Signature 
Pages 

The offrcral srgned payroll authonzation for each state agency. 

ov CR+50 

Disposition Destroy 

90000103 Wage Action Related Records (Old RDA 505/155) 

State employee wage acttons consist of state or federal court ordered wage assignments or 
earning garnishments Federal IRS levies and Wisconsrn Department of revenue kens The State 
of Wisconsin Employees with Wage Asstgnments report contarns all state employees whom have 
automated wage assignments The report shows each rndrvrdual state employee’s name, 
department of employment, kids pin, gross eamrngs, and the amount deducted for the wage 
assrgnment. The State of Wisconsrn Employee garmshment payment report contarns automated 
wage garnkshments. The report shows each rndrvidual employee’s name, department of 
employment, plarnhff/credrtor name and the garmshment amount declared 

ov CR+50 

Drsposrtron Destroy 

X. Capital Equipment Inventory and Surplus Property Records 

Caprtal equrpment IS defined as rndrvrdual equrpment with an rnrtral cost of $5,000 or more and 
the equrpment has a useful life of more than one year Inventorred supplies must be managed 
to determine net worth under accrual accountrng 

Inventory management of caprtal equrpment and rnventoned suppkes ensures efficrent and 
effective control, use and marntenance of state-owned property 

The DOA Drvisron of State Agency Servrces operates the state surplus property program Thus 
drvrsion also provrdes motor vehrcle management servrces for agencies The UW-Madrson 
operates the SWAP shop to promote reuse of surplus property The Wisconsrn Technrcal College 
System Foundatron. under DOA supervrsron, manages the federal surplus property program, for 
use by state agencies and local umts of government 
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The DOA State Controller and Legrslabve Audrt Bureau audit use and disposrbon of capital 
equipment, suppkes and property. 

Thus schedule does not cover Inventory of real property and fixed assets If federal regulatrons or 
audrt requrrements specrfy a longer retention penod agencies are obligated to follow these 
requirements Specrfy these requirements when you prepare your agency specific retention 
schedule for these circumstances. 

These records also have value for nsk management and program operations General schedules 
compkmentrng thus schedule that cover property IiabMy, property use and control and 
fleetlvehrcle management should be developed 

90000110 Capital Equipment Inventories 

Runnrng inventories of capital equipment such as motor vehicles, audio visual equrpment, 
computers, pnnting and marling equrpment, production copiers, tools, lab equipment, furniture, 
that describe each prece of property, indicate Its location and provide cumulabve totals of each 
type of agency-owned or leased caprtal equrpment. These records may be maintained in 
computer databases or as manual card files 

CFO FIS+4 years 

FO Evt+O (no trme) Destroy as inventories are superceded or become obsolete 

Note Running Inventories are contrnually updated The end of fiscal year (June 30) report IS 
needed for audit purposes 

90000111 Supplies, Commodities and Parts Inventories 

Running Inventories of non-caprtal equrpment such as stocks of expendable matenals such as 
office suppkes, computers, commodrtres, and parts These reports descnbe the matenal and 
indrcate current stock balances 

CFO FIS+4 years 

FO Evt+O (no bme) Destroy as inventories are superceded or become obsolete. 

Note: Running inventories are continually updated. The end of fiscal year (June 30) report IS 
needed for audrt purposes 

90000112 Surplus Property Disposition Records 

Records that identify surplus property, expedrte its transfer to the SWAP program, and track the 
drsposibon of property These records include requests for disposal of surplus property, receipts, 
copres of reporting forms and supporting documentabon that describes the property and the 
proposed method of drsposrtron 

FO EVT+3 years for record copy Event is date property IS disposed 
EVT+O bme for other copres Event is when no longer needed for 
admrnrstratrve reference 

Note This retention period IS consrstent with the state’s federal property state plan of operabon 
whrch IS approved by the federal General Services Administratton. For special Items subtect to 
longer retentron see the followrng schedule If a designated FO IS not maintarmng these records 
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the agency staff person assrgned to coordrnate surplus property program must maintarn these 
records 

90000113 Surplus Property Disposition Records-Restricted 
Disposition Items 

Records that rdentrfy surplus property, expedite Its transfer to the SWAP program, and track the 
drsposrbon of property for those Items wrth more restrictive requirements than rdenbfied above. 
These records include requests for disposal of surplus property, recerpts, copies of reporbng 
forms and supporhng documentation that describes the property and the proposed method of 
disposition 

FO EVT+l years for record copy Event IS date period of restncbon ends 
EVT+O bme for other copies Event IS when no longer needed for 
admrnrstratrve reference 

Note Thus retentron period is consistent wrth the state’s federal property state plan of operation 
whrch IS approved by the federal General Services Admrnrstratron For special items subject to 
longer retention see the followrng schedule If a desrgnated FO IS not marntarning these records 
the agency staff person assrgned to coordmate surplus property program must marntatn these 
records 

90000114 Surplus Property Disposition Records-Non-compliance 
status 

Records that identify surplus property, expedite Its transfer to the SWAP program, and track the 
drsposrtron of property for those Items that have been declared to in non-complrance with property 
transfer restrictrons These records rnclude requests for drsposal of surplus property, receipts, 
copres of reporting forms and supporting documentation that describes the property and the 
proposed method of drsposrbon. 

FO EVT+l years for record copy Event is date the case IS closed 
EVT+O time for other copres Event IS when no longer needed for 
administrative reference 

Note Thrs retenbon period IS consrstent with the state’s federal property state plan of operation 
whrch IS approved by the federal General Servrces Administration For special items subject to 
longer retention see the followrng schedule If a desrgnated FO IS not maintarnmg these records 
the agency staff person assrgned to coordrnate surplus property program must marntarn these 
records 
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Appendix 1: Series Summary Information by Record Series Number 
Nate This table only covers the officral copy of these records See the description in the document for more complete Information 

I Frscal Admrnrstratron Records 

90000000 Fiscal Management Sub)ect and Correspondence Fries 
90000001 State Fiscal Policres and Procedures Records 
90000002 Routrne Internal Status and Acbvrty Reports 
90000003 Non-Routrne Fmancial Reports and Studies 
90000004 Audit Reports, Agency Responses and Audrt Frndrng Resolutrons 
90000005 Audrt Reports, Agency Responses, and Audit Frndrng Resolutrons -Pass-Through Entrbes 
90000006 Reconcrlratron Work Papers 
90000007 Authonzation/Approval for Purchasing Card 

II. Internal Control Records 

90000010 Internal Control Policies and DirectIves 
90000011 Vulnerability Assessment Fries 
90000012 Internal Control Audrt Work Papers 
90000013 Internal Control Audit Reports 
90000014 Correctwe Acbon Fries 
90000015 internal Control Program Subject Flies 

Ill Payments and Recerpts from all Sources except for Caprtal Improvement and State Burldrng Commlsslon PrOJeCtS 

90000020 ExpendrtureslRecerptslAccounts Payable and Accounts Recewable Records (Contracts Under 250K) 
90000021 ExpendltureslRecerptslAccounts Payable and Accounts Recewable Records (Contracts Over 250K) 

IV Gonsolrdated Federal Funds Request-New Secbon 

90000030 Single Letter of Credrt Monthly Reports 
90000031 Srngle Letter of Credit Daily Reports 
90000032 Srngle Letter of Credit Admimstrative Records 
90000033 Federal Cash Management (FCM) System Reports 

FIS+4 
EVT+3 
EVT+O 
FIS+4 
EVT+3 
EVT+3 
FIS+4 
FIS+4 

EVT+3 
EVT+3 
EVT+3 
EVT+3 
EVT+3 
EVT+O 

FIS+4 
FIs+6 

FIS+lO 
FIs+6 
FIs+6 
FIs+6 
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V Office of the State Treasurer (OST) 

90000040 
90000041 
90000042 
90000043 
90000044 
90000045 
90000046 
90000047 
90000048 
90000049 
90000050 
90000051 
90000052 
90000053 
90000054 
90000055 

PardlCanceled Checks - MrcrofilmlCD ROM 
Pard/Canceled Checks - Low Audrt Probabrlrty 
Pard/Canceled Checks - Medrum Audrt Probabrlrty 
Pard/Canceled Checks - Hugh Audrt Probabrlrty 
PardlCanceled Checks - Not Mrcrofilmed 
Checks-Alrgnment and Control 
Checks-Voided 
Stop Payment Records 
Forgery Records 
Canceled Check Records 
Mumcrpal Collectrons Records 
Recerpt Collectron and Related Records 
Disbursement Activrty and Related Records 
Local Government Pooled Investment Fund Records 
Frduciary Records and Correspondence 
General Oblrgahon Bond Records 

VI Collecbon Related Records 

90000070 Collectron Case Fries-Delinquent and Uncollectable Accounts 

VII Capital Improvement and State Building Commrssron Projects Accountrng 

90000080 Caprtal Accounbng-Accounts Payable Records-Specral Federal Requrrements 
90000081 Caprtal Accounbng-Accounts Payable Records-Projects Not Funded wrth tax-exempt Debt 
90000082 Caprtal Accounbng-Project Budget Transactions (Allotments) 

VIII. Accounting Reports-WISMART and Agency Accounting Systems 

90000090 WSMART and Agency Accounting/Fiscal Status Reports-AdHoc and Monthly Reports 
90000091 End of Year AccountrnglFiscal Status Reports 
90000092 Tax Related Reports 

EVT+20 
EVT+2(months) 
EVT+1.5 
EVT+3 
EVT+20 
CR+1 
CR+l(month) 
EVT+6 
CR+6 
FIS+5 
EVT+3 
EVT+3 
EVT+3 
EVT+3 
EVT+3 
!EVT+30 

EVT+7 

EVT+30 
EVT+4 
FIs+6 

FIS+4 
FIs+6 
FIS+5 
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IX Payroll Frscal Records 

90000100 Supplemental Payroll Vouchers 
90000101 Payrolls and Payroll Regrsters 
90000102 Central Payroll Br-Weekly Payroll Voucher Signature Pages 
90000103 Wage Actron Related Records 

X Caprtal Equrpment Inventory Records 

90000110 Caprtal Equrpment Inventories 
90000111 SuppIles, Commodrtres and Parts Inventories 
90000112 Surplus Property Drsposrtion Records 
90000113 Surplus Property Drsposrtron Records-Restricted DlspOsltlOn Items 
90000114 Surplus Property Drsposrtron Records-Non-complrance Status 

CR+50 
CR+4 
CR+50 
CR+50 

FIS+4 
FIS+4 
EVT+J 
EVT+l 
EvT+l 
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Appendix 2: Series Summary Information by Record Series Title 
Note This table only covers the officral copy of these records See the descnphon in the document for more complete informatron. 

90000004 
90000005 
90000007 
90000049 
90000081 
90000080 
90000082 
90000110 
90000102 
90000045 
90000046 
90000070 
90000014 
90000052 
90000091 
90000020 
90000021 
90000033 
90000054 
90000000 
90000048 
90000055 
90000013 
90000012 
90000010 
90000015 
90000053 
90000050 
90000003 

Audrt Reports, Agency Responses and Audit Frndrng Resolutions 
Audrt Reports, Agency Responses, and Audit Frndrng Resolutrons -Pass-Through Entrtres 
Authonzabon/Approval for Purchasrng Card 
Canceled Check Records 
Caprtal Accounting-Accounts Payable Records-Projects Not Funded wrth tax-exempt Debt 
Caprtal Accountrng-Accounts Payable Records-Specral Federal Requirements 
Caprtal Accountrng-Project Budget Transactrons (Allotments) 
Caprtal Equipment Inventones 
Central Payroll Br-Weekly Payroll Voucher Srgnature Pages 
Checks-Akgnment and Control 
Checks-Vorded 

EV-T+3 
EV-T+3 
FIS+4 
FIS+5 
EVT+4 
EVT+30 
FIS+6 
FIS+4 
CR+50 
CR+1 

Collectron Case Files-Delrnquent and Uncollectable Accounts 
Corrective Action Fries 
Disbursement Actiwty and Related Records 
End of Year AccounbnglFiscal Status Reports 
Expenditures/Receipts/Accounts Payable and Accounts Receivable Records (Contracts Under 250K) 
ExpenditureslRecerptsIAccounts Payable and Accounts Receivable Records (Contracts Over 250K) 
Federal Cash Management (FCM) System Reports 
Fiduciary Records and Correspondence 
Frscal Management Subject and Correspondence Files 
Forgery Records 
General Obligatcon Bond Records 
Internal Control Audit Reports 
Internal Control Audrt Work Papers 
Internal Control Policies and Directrves 
Internal Control Program Subject Files 
Local Government Pooled Investment Fund Records 
Municipal Collecbons Records 
Non-Routrne Financial Reports and Studres 

CR+l(month) 
EVT+7 
EVT+3 
EVT+3 
FIs+6 
FIS+4 
FIs+6 
FIs+6 
EV-T+3 
FIS+4 
CR+6 
EVT+30 
EVT+3 
EVT+3 
EVT+3 
EVT+O 
EVT+3 
EVT+3 
FIS+4 
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90000043 
90000041 
90000042 
90000040 
90000044 
90000101 
90000051 
90000006 
90000002 
90000032 
90000031 
90000030 
90000001 
90000047 
90000100 
90000111 
90000112 
90000114 
90000113 
90000092 
90000011 
90000103 
90000090 

PardlCanceled Checks - Hugh Audrt Probabrlity 
PardlCanceled Checks - Low Audrt Probabrkty 
Paid/Canceled Checks - Medrum Audrt Probabrkty 
Paid/Canceled Checks - MrcrofilmlCD ROM 
Paid/Canceled Checks - Not Mrcrofilmed 
Payrolls and Payroll Regrsters 
Receipt Collecbon and Related Records 
Reconcilratron Work Papers 
Routme Internal Status and Acbvky Reports 
Smgle Letter of Credrt Admmrstrative Records 
Smgle Letter of Credrt Daily Reports 
Smgle Letter of Credrt Monthly Reports 
State Frscal Policies and Procedures Records 
Stop Payment Records 
Supplemental Payroll Vouchers 
Suppkes. Commodrtres and Parts Inventones 
Surplus Property Drsposrtron Records 
Surplus Property Drsposrtron Records-Non-complrance Status 
Surplus Property Drsposition Records-Restncted Disposltron Items 
Tax Related Reports 
Vulnerabrkty Assessment Files 
Wage Acbon Related Records 
WSMART and Agency AccountmglFiscal Status Reports-AdHoc and Monthly Reports 

EVT+3 
EVT+2(months) 
EV-T+lS 
EV-T+20 
EV-T+20 
CR+4 
w-T+3 
FIS+4 
EVT+O 
FIs+6 
FIs+6 
FIS+lO 
EVT+3 
EVT+G 
CR+50 
FIS+4 
EVT+3 
EV-T+l 
EV-T+l 
FIS+5 
EVT+3 
CR+50 
FIS+4 
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Appendix 3 Index of Accounting and Fiscal Related Forms By Associated Retention Schedule 

Form # Form Title 

DOA 4503 
Advance Travel Expense Request 

DOA- 
Supplemental Payroll Voucher 
Audrt Trawl 

DOA- 
Out of State travel Requesff 
Expense Authonzabon 

DOA- 
Travel Voucher 

DOA-45778DOA-4578 
Voucher 

DOA- 
Wage Assrgnment Action Notrce 

ST-7 Probate and Addrbonal 
Certrficate Fees 

ST-31 Affrdavrt of Forged 
Endorsement 

ST-54 Taxes and Lrcense 
Fees 

Record Series # Record Series Title 

90000100 Supplemental Payroll Vouchers 

90000020 Expendrture/Recerpts/Accounts 
Payable and Accounts Receivable 

90000020 Expenditure/Receipts/Accounts 
Payable and Accounts Receivable 

90000020 Expendrture/Recerpts/Accounts 
Payable and Accounts Recervable 

90000103 Wage Actron Related Records 

90000050 Munrcrpal Collections Records 

90000048 Forgery Records 

90000050 Municipal Collectrons Records 

Expenditure/Receipts/Accounts 
Payable and Accounts Recewable 
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ST-60 Request Stop Payment 

ST-63/ST65 Fines, Fotfeltures, 
Assessments, Surcharges and 
Court Fees 

90000047 Stop Payment Records 

90000050 Mumclpal Collections Records 

35 



Appendix 4: WISMART Reports by Associated Retention Schedule 

Daily and Ad hoc Reports 

ReportlDlForm # Report Title RDA Retention 

A601 (BWAG) 
A616 (BWAI) 
A640 (BWAS) 
A643 (BWA3) 
A644 (BWA4) 
A655 (BWA5) 
A656 (BWAR) 
A657 (BWA7) 
A68A (BWAM) 
A690 (BWAN) 
A69A (BWA8) 
AD3596A (BWAS) 
AD36201 (BWAV) 
AD365562 (BWAT) 
AD36559 (BWAE) 
AD369071 (BWAQ) 
AD36920A (BWAU) 
AD369201 (BWAF) 
AD36921 (BWAH) 
AD36922 (BWAJ) 
AD36971 (BWAK) 
E644 (BWA2.) 
EFOI (BWAC) 
EF02 (BWAG) 
EF03 (BWAL) 
EFCG (BWAP) 
EFPN (BWAWI 

TO10 (BWAB) 
TO10 (BWFB) 

DETAIL TRANSACTION LISTING 
BANK ACCOUNT TRANSACTION LISTING 
PURCHASE ORDER ACTIVITY DETAIL LISTING BY PO 
SCHEDULED PURCHASE ORDER REPORT 
PURCHASE ORDER REGISTER 
SCHEDULED PAYMENT TURNAROUND REPORT 
UNSCHEDULEDPAYMENTTURNAROUNDREPORT 
VOUCHER PAYMENT CHECK REGISTER 
CASH DISBURSEMENT REGISTER 
CASH DISBURSEMENT REGISTER 
CASH RECEIPT REGISTER 
INTERFACE SUSPENSE FILE LOAD REJECT REPORT 
DAILY WISMART SUSPENSE FILE REPORT 
INTERFACE REPORT-OBSOLETE 
INTERFACE REPORT-Note’ OBSOLETE 
INTERFACE REPORT-OBSOLETE 
SB INTERFACE ERROR REPORT 
INTERFACE ERROR REPORT 
INTERFACE BRIDGE CONTROL REPORT 
INTERFACE REPORT-OBSOLETE 
INTERFACE REPORT-OBSOLETE 
PURCHASE ORDER REGISTER 
EFT SCHEDULED TURNAROUND REPORT 
EFT UNSCHEDULED PAYMENT TURNAROUND REPORT 
VOUCHER PAYMENT EFT REGISTER 
EFT TAPE REGISTER 
EFT PRENOTE REPORT 
Note WHOLE REPORT PRINTED FOR TREASURY 
APPROPRIATION TABLE DETAIL-(EVEN FY) 
APPROPRIATION TABLE DETAIL-(ODD FY) 

90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 

90000090 
90000090 

FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 

FIS+4 years 
FIS+4 years 
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Appendix 4: WISMART Reports by Associated Retention Schedule 

Monthly Closing Reports 

ReportlDlForm # 

TOIA (BWAD) 
TOIA (BWFD) 
AlOB (BWMI) 
A40A (BWM4) 
A601 (BWMG) 
A612 (BWM2) 
A613B (BWM3) 
A614 (BWM5) 
A61A (BWM7) 
A618 (BWMB) 
A640 (BWMS) 
A650(BWMA) 
A651 (BWMB) 
A66A (BWNM) 
AD36071 (BWPW) 
AD371 11 (BWMD) 
AD37112 (BWME) 
AD371 17 (BWMF) 
AD37116 (BWMH) 
AD37119 (BWNN) 
AD3711A (BWNR) 
AD371 1 B (BWNS) 
AD37120 (BWMI) 
AD37125 (BWMJ) 
AD37129 (BWMK) 
AD3712A (BWPA) 
AD3712B (BWPB) 
AD37130 (BWMM) 
AD37131 (BWMN) 
AD37132 (BWND) 

Report Title 

APPROPRIATION TABLE SUMMARY REPORT-(EVEN FY) 
APPROPRIATION TABLE SUMMARY REPORT-(ODD FY) 
DETAIL LISTING OF OBLIGATIONS VS BUDGET 
DETAIL LIST OF ENCUMBRANCES VS EXPENSES BY ACCTNG 
DETAIL TRANSACTION LISTING 
STATEMENT OF BUDGET ACTIVITY &ACCOUNT BALANCES 
SUMMARY TRAIL BALANCE BY ACCOUNTING DISTRIBUTION 
SUMMARY TRIAL BALANCE BY FUND 
TRIAL BALANCE BY ACCOUNTING DISTRIBUTION--FDIAGY. 
TRIAL BALANCE BY ACCOUNTING DISTRIBUTION-AGY/FD 
PURCHASE ORDER ACTIVITY DETAIL LISTING BY PO 
PAYMENT VOUCHERS ACTIVITY DETAIL LIST BY VOUCHER 
AGED OPEN PAYMENTVOUCHERS BY VENDOR AND 
CASH DISBURSEMENT REGISTER 
DOR MUNICIPALITY VENDOR TABLE(ADDRESS CHANGES) 
PROJECT EXPENDITURE SUMMARY 
PROJECT TRANSACTIONS DETAIL ACCOUNTING REPORT 
FINANCIAL STATUS REPORT-SUMMARY 
FINANCIAL STATUS REPORT-ENCUMBRANCE BALANCE 
FINANCIAL STATUS REPORT--EXPENDITURES FISCAL 
PROJECT SUMMARY REPORT BY AGENCY AND PROJECT 
PROJECT SUMMARY REPORT BY AGY AND PROJ # 
FINANCIAL STATUS REPORT-EXPEND CURRENT MONTH 
DETAIL REVENUE REPORT 
FEDERAL AID REVENUE DETAIL REPORT 
PROJECT TRANSACTIONS DETAIL ACCOUNTING REPORT 
PROJECT TRANSACTIONS DETAIL ACCOUNTING REPORT 
FEDERAL AID ENCUMBRANCE DETAIL REPORT 
FEDERAL AID EXPENDITURE DETAIL REPORT 
FEDERAL AID REVENUE SUMMARY REPORT 

RDA Retention 

90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
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Appendix 4: WISMART Reports by Associated Retention Schedule 

Monthly Closing Reports 

ReportlDlForm # 

AD37134 (EWFQ) 
AD37134 (BWMQ) 
AD37135 (BWFR) 
AD37135 (BWtvlR) 
AD37143 (BWMS) 
AD37144 (BWMT) 
AD37148 (BWMU) 
AD3765 (BWMV) 
AD3766 (BWMW) 
AD3769 (BWNl) 
AD37161 (BWNE) 
AD37162 (BWNF) 
AD37163 (BWNG) 
AD37164 (BWNI) 
AD37165 (BWNJ) 
AD37166 (BWNK) 
AD37168 (BWPC) 
AD37169 (BWNT) 
AD37173 (BWNV) 
AD37175 (BWPD) 
AD37177 (BWMG) 
AD37178 (BWPX) 
AD37179 (BWPY) 
AD371 81 (BWQ2) 
AD37202 (BWNU) 
AD37204 (BWMZ) 
AD37205B (BWNO) 
AD37205E (BWNP) 
AD37206 (BWNW) 
AD37207 (BWMY) 

Report Title 

APPROPRIATION TABLE DETAIL REPORT 
APPROPRIATION TABLE DETAIL REPORT 
APPROPRIATION TABLE SUMMARY REPORT--ODD YEAR 
APPROPRIATION TABLE SUMMARY REPORT--EVEN YEAR 
SUMMARY TRIAL BALANCE BY AGENCY-FUND 
SUMMARY TRIAL BALANCE BY FUND-AGENCY 
SUMMARY TRIAL BALANCE BY FUND-AGENCY 
MONTHLY DETAIL EXPENDITURES REPORT 
FINANCIAL STATUS REPORT--ENCUMBERANCE BALANCE 
FEDERAL AID FX DETAIL ACCOUNTING REPORT 
REVENUE SOUCE SUMMARY REPORT(AR3OA)-ARS 
PAST DUE RECEIVABLE DETAIL REPORT(AR31A)-ARS 
SUMMARY AGING REPORT BY CUSTOMER)AR32A)-ARS 
CUSTOMER CREDIT BALANCE REPORT(ARMA)-ARS 
COLLECTION AGENCY DETAIL REPORT(AR35A)aRS 
RECEIVABLE WRITE-OFF REPORT(AR36)-ARS 
FINANCIAL STATUS REPORT-SUMMARY 
FINANCIAL SUMMARY ACROSS ACTIVITIES 
W9 VENDOR FILLING REPORT ON WISMART VENDOR FILE 
FISCAL YEAR TO DATE DETAIL REVENUE REPORT 
DETAILED ENCUMBRANCE REPORT 
APPROPRIATION STATUS REPORT BY FUND/AGENCY 
APPROPRIATION STATUS REPORT BY AGENCY/FUND 
RECEIVABLE BY APPROPRIATION REPORT-ARS 
1099 VERIFICATION REPORT 
ORGANIZATION LEVEL 2-YEAR TO DATE DETAIL 
YTD DETAL TRNS FOR AClVS BY ORGN (2) 
YTD DETAL TRNS FOR AClVS BY ORGN (2) 
ORGANIZATION LEVEL 5-YEAR TO DATE DETAIL 
CLOSEDCARRYOVERENCUMBRANCES 

RDA Retention 

90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
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Appendix 4: WISMART Reports by Associated Retention Schedule 

Monthly Closing Reports 

ReportlDlForm # Report Title RDA Retention 

AD372086 (BWNX) 
AD37208E (BWNY) 
AD37210 (BWNZ) 
AD3721 1 (BWPF) 
AD37213A (BWPG) 
AD37213B (BWPH) 
AD37213C (BWPI) 
AD37213E (BWPJ) 
AD37214B (BWPK) 
AD37214E (BWPL) 
AD3721 6 (BWMX) 
AD37223 (BWPM) 
AD37224 (BWPN) 
AD37225 (BWPO) 
AD37226 (BWPP) 
AD38050 (BWN2) 
AD38052 (BWN3) 
AR33 (BWNH) 
AR37 (BWNL) 
ARCH LIST (BWMC) 
B103 (BWN4) 
B203 (BWN5) 

YTD SUMMARY BALANCES OF ACTV FOR ORG LEVEL 2 
YTD SUMMARY BALANCES OF ACTV FOR ORG LEVEL 5 
YTD SUMMARY BALANCES AT ORGANIZATION LEVEL 4 
YTD SUMMARY BALANCES AT ORGANIZATION LEVEL 3 
YTD SUMMARY BALANCES OF APPR FOR ORG LEVEL 1 
YTD SUMMARY BALANCES OF APPR FOR ORG LEVEL 2 
YTD SUMMARY BALANCES OF APPR FOR ORG LEVEL 3 
YTD SUMMARY BALANCES OF APPR FOR ORG LEVEL 5 
ANNUAL EXPENDITURES BY BUDGETARY SUB UNIT ORGN (2) 
ANNUAL EXPENDITURES BY BUDGETARY SUB UNIT ORGN (5) 
MINORITY VENDOR BUSINESS ACTIVITY 
ACQUISTION DETAIL TRNS FOR APPR BY ORGN (5) 
YTD SUMMARY BALANCES AT SUB ORGANIZATION LEVEL 5 
YTD DETAIL TRNS. FOR ACTVS BY ORGN (5) 
ORGANIZATION LEVEL 5 -YEAR TO DATE DETAIL 
APPROPRIATION ALLOTMENT LINE INCONSISTENCY REPORT 
NEGATIVE APPROPRIATION UNIT BALANCE REPORT 
SUMMARY AGING REPORT BY AGENCY-ARS 
COLLECTION AGENCY PERFORMANCE REPORT-ARS 
LISTING OF ARCHIEVED WISMART REPORTS 

DETAIL LISTING OF THE CURRENT EXPENSE BUDGET 
DETAIL LISTING OF THE CURRENT REVENUE BUDGET 
BY AGENCY AND GOVERNMENT WIDE PROEJCT NUMBER 
BY AGENCY AND PROJECT 

90000090 

90000090 

90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 
90000090 

FE+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FE+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 
FIS+4 years 

E641 (BWNG) 
FIOO (BWN7) 
F120 (BWN8) 
F130 (BWNS) 

BY FUND-ACCOUNT TYPE AND AGENCY 
COMPARED WITH APPROPRIATIONS 
AGEDOPENPURCHASEORDERS EVEN FISCAL YEAR 
BALANCE SHEET 

STATEMENT OF EXPENDITURES AND ENCUMBRANCES 
STATEMENT OF REVENUE-BUDGETED AND ACTUAL 

39 



Appendix 4: WISMART Reports by Associated Retention Schedule 

Monthly Closing Reports 

ReportlDlForm # 

F140 (BWNQ) 
GIOO (BWNA) 
GllO (BWNB) 

Report Title 

STATEMENTOFREVENUEANDEXPENSE 
FED AID EXPENDITURE, ENCUMBRAND SUMMARY REPORT 
FED AID TRANSACTINS DETAIL ACCOUNTING REPORT 
GOVERNMENT WIDE PROJECT NUMBER 

PCRD-ERR (BWQI) P-CARD UNIQUE ID MISMATCH ERROR REPORT 
PCRD-SUM (BWPZ) P-CARD BILLING SUMMARY REPORT 
PRGRM BDGT(BWPE) APPROPRIATION STATUS REPORT 
TRAVL2 (BWNC) TRAVEL ADVANCE REPORT 
VENDOR 2 (BWPR) U W MADISON VENDOR NO 396006492 
VENDOR 3 (BWPS) FOREIGN VENDORS 
VENDOR 4 (BWPT) MUNICIPALITIES 
VENDOR 5 (BWPU) NON PROFIT 
VENDOR 6 (BWPV) VENDORS WITH MORE THAN 37 ADDRESSES 
VENDOR1 (BWPQ) U W. CAMPUS VENDOR NO 396006461 

RDA Retention 

90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
90000090 FIS+4 years 
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Appendix 4: WISMART Reports by Associated Retention Schedule 

Annual or End of Year Reports 

ReportlDlForm # Report Title RDA Retention 

BWMP--AD38063 
BWSl-AD38079- 
BWSZ-AD38055-1 
BWS3-AD380552 
BWS4-AD38055-3 
BWS5AD37119 
BWS6-AD37170 
BWS7-AD37170A 
BWS8-AD37171 
BWS9--AD37172B 
BWSA-AD38087A 
BWSB-AD38087B 
BWSC-A614 
BWSD-M4VOUPAY 
BWSE-AD38088 
BWSF-AD38089 
BWSG-AD38090 
BWSH-AD38091 
BWSI-AD38092 
BWSJ-AD38093 
BWSK--AD38094 
BWSL-AD38095 

EXPENDITURES FOR 1099 REPORTING 
SUMMARY TRAIL BAL-GAAP--FD/AGY 
82 SYSTEM DOWNLOAD AP CREATION REPORT 
APPROPRIATION UNIT/B2 ALLOTMENT LINE INCONSISTENCY RPT 
B2 SYSTEM DOWNLOAD ERROR REPORT 
FINAL STATUS REPORT-EXPENDITURES FISCAL YEAR TO DATE 
GRANTS LISTING BY AGENCY 
EXISTING GRANTS ON AGFA WITH PURGE-FLAG STATUS 
PURGE-FLAGGED GRANTS 
GVFA NUMBERS THAT CROSS AGENCIES 
CLOSED CAPITAL PROJECTS 
CLOSED NON-CAPITAL PROJECTS 
SUMMARY TRIAL BALANCE BY FUND 
GAAP VOUCHERS PAYABLE 
PROJECT PURGE ASSURANCE REPORT 4 
PROJECT PURGE ASSURANCE REPORT 1 
PROJECT PURGE ASSURANCE REPORT 2 
PROJECT PURGE ASSURANCE REPORT 3 
PURGED PROJECT SUMMARY REPT BY AGENCY AND PROJECT 
PURGED PROJECT SUM REPT BY AGENCY/GOV WIDE PROJ NO 
DELETED PROJ TRANS DETAIL ACCTNG BY AGENCY AND PROJ 
DELETED PROJ TRANS DET ACCT BY AGCY/GOV WIDE PROJ NO 

90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 
90000091 

FIs+6 years 
FIS+6 years 
FIS+6 years 
FIs+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 
FIS+6 years 

Notes. 
1 The current practrce IS to keep dally reports on line for 3 days and archrve to an electronrc reports drstnbutron software for 7 years from the date 
the report was created 

2 All of the monthly closrng reports have 4 versrons on lrne and the reports are archrved for 7 years using ERDS software, 
The procurement card reports have 30 versrons on line and the reports are archrved for 7 years usrng ERDS software 
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3 Some of these reports may not be available to agencies Also prellmlnaty reports are generated that are used for reconclllng the end Of the 
fiscal year There IS a mm, preliminary reporbng process which only generates a few of the monthly closing reports and a full prellmlnary reporting 
process which creates all of the same reports for a monthly close 

4. None of these reports have secondary hlstoncal value Agencies should destroy these when the designated retention period is reached. 
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Appendix 5:Summaty of Approved Statewide General 
Records Schedules-August 1999 

I. Purchasing and Procurement General Records Schedule, 
December 1992 
RDA#90100-90129 

Covers all purchasing related records includrng purchase orders, brds, contracts, case 
files, and various reports that are requrred by the State Bureau of Procurement 

Covers all state agencies including UW System Administration and UW rnsbtubons 

II. General Records Schedule: Payroll and Related Records, 
Revised 2”d Edition, November, 1997 
RDA #90200-90217 

Includes DOA Central Payroll data, and payroll related records such as leave accounting 
records, pay adjustment records, and pay withholding authonzations for tax and benefit 
purposes. 

Does not Include UW System Admrnrstratron and UW msbtutions that are not directly bed 
to DOA payroll, However UW System Admrmstratron has developed it’s own general 
records schedule for payroll related records at UW Madison and all other UW rnstrtutrons. 

Ill. Worker’s Compensation and Related Records, Revised July 1997 
RDA #90300-90311 

Includes all related records such as near miss reports, Workers Compensabon claim 
files, and rnctdent reports 

Covers all state agencres including UW System Administratron and UW institutrons. 

IV. General Records Schedule: Mainframe Security and Related 
Records, February 1998 
RDA 90400010-90400070 

Includes all records related to secunty assocrated with access to mainframe computer 
related resources Records Include access control, completed confidentialrty forms, logon 
requests, ACF2 Secunty Handbook, and security reports 

The schedule applies to all Wisconsin State agencres that receive services from the DOA 
Drvrsron of lnformabon Technology Services. Other agencies that mamtarn marnframe 
computer operattons should find the retention schedule useful These organizations are 
encouraged to use thus schedule as a model and adopt their own security related 
retentron polrcres 

V. General Records Schedule: Common Records in Wisconsin State 
Government, August 1998 
RDA 90500000-90500006 

Includes common records rn the following areas’ routrne actrvrtylproduction reports for 
rndwrduals; organizing tools. and roubne materials such as transitory files and mailing 
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address ksts. Addrbonal types of record senes may be added to thus schedule rn the 
future 

Thus schedule appkes to all state agencres and UW institubons No further notification IS 
required to dispose of records Identified in thus schedule 

VI. General Records Schedule: Motor Vehicle Management Records, 
May 1999 
RDA Fleet 001-014 

Includes motor vehtcle related subject files, project files and correspondence files. Also 
includes records related programs such as nde shanng and the state vanpool program 
Also Includes all records related to vehicle acquisrbon and drsposrbon, maintenance, 
assignment and ubkzation and motor vehrcle incidenffacctdent reports 

VII. Personnel and Related Records, May 1998, Revised May 1999 

Includes over 140 types of personnel related records broken down into specrfic personnel 
related funcbons Covers records at the Department of Employee Relations, agency 
central human resources (personnel) departments and records marntarned by 
superwsors related to personnel functions 

General schedules are listed as a major category on the DOA Records Management 
Home Page The address is http://www.doa state.wi.us/dsas/recordsmgt. If you need further 
assrstance contact your agency records officer or the DOA Records Management Section 
at 266-2996 or 266-2770 
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Appendix 6: Crosswalk Between Versions of the Fiscal and 
Accounting General Schedule 

Note: There are many categories in the new general schedule for whrch no records exrsted In 
earker versions of the Frscal and Accounbng records schedule Agency fiscal and accounting and 
records staff should identrfy agency specific records series that are superceded by the schedule 

New # RDA Title 

I. Fiscal Adminrstration Records 

Old # RDA Title 

90000000 Frscal Management Subject and Corresp.Frles 900000 Same 
90000001 State Frscal Polrcres and Procedures Records 900001 Same 
90000002 Routme Internal Status and Activity Reports 900002 Same 
90000003 Non-Routine Financial Reports and Studies 900003Same 
90000004 Audit Rpts, Agy Responses Frndmg Res 900004 Same 
90000005 Same as above for Pass-Through Entitles New 
90000006 Reconcrliatron Work Papers 900005Same 
90000007 Authonzation/Approval for Purchasmg Card New 

II. Internal Control Records 

90000010 Internal Control Polrcres and Drrectives New 
90000011 Vulnerabrlrty Assessment Fries New 
90000012 Internal Control Audrt Work Papers New 
90000013 Internal Control Audrt Reports New 
90000014 Corrective Action Files New 
90000015 Internal Control Program Subject Files New 

Ill Payments and Recerpts from all Sources except for Caprtal Improvement and State Burldrng 
Commission Projects 

90000020 Expendrtures/Recerpts/Accounts Payable 
and Accounts Receivable Records (Contracts Under 250K) 90006 Receipt Remittances 

90000021 90000021 
or or 90007 Vouchers 90007 Vouchers 

Expenditures/Recerpts/Accounts Payable and Accounts Recervable Records Expenditures/Recerpts/Accounts Payable and Accounts Recervable Records 
(Contracts Over 250K) (Contracts Over 250K) 90006 Receipt Remittances 90006 Receipt Remittances 

or or 90007 Vouchers 90007 Vouchers 

IV Consolrdated Federal Funds Request 

90000030 Single Letter of Credit (SLC)Monthly Reports New (DOA speafic) 
90000031 SLC Dally Reports New (DOA specific) 
90000032 SLC Adminrstrative Records New (DOA specific) 
90000033 Federal Cash Management (FCM) System Reports New (DOA specific) 
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New # RDA Title 

V Ofice of the State Treasurer (OST) 

Old # RDA Title 

All New 

90000040 
90000041 
90000042 
90000043 
90000044 
90000045 
90000046 
90000047 
90000048 
90000049 
90000050 
90000051 
90000052 
90000053 
90000054 
90000055 

PardlCanceled Checks - MicrotilmlCD ROM 
PardlCanceled Checks - Low Audrt Probabrlrty 
PardlCanceled Checks - Medium Audit Probabrlrty 
PardlCanceled Checks - Hugh Audit Probability 
PardlCanceled Checks - Not MIcrofilmed 
Checks-Akgnment and Control 
Checks-Voided 
Stop Payment Records 
Forgery Records 
Canceled Check Records 
Municipal Collections Records 
Recerpt Collection and Related Records 
Disbursement Activky and Related Records 
Local Government Pooled Investment Fund Records 
Frduciary Records and Correspondence 
General Obligation Bond Records 

VI Collectron Related Records 

90000070 Collectron Case Fries-Delrnquent and Uncollectable Accounts New 

VII. Caprtal Improvement and State BurldIng Commrssron Projects Accountrng 

90000080 Capital Accounting- 
Accounts Payable Records-Specral Fed Requrrements New (DOA specrfic) 

90000081 Caprtal Accounting-Accounts Payable 
Records-Projects Not Funded with Tax-exempt Debt New (DOA specific) 

90000082 Capital Accountrng- 
Project Budget Transactions (Allotments) New (DOA specific) 

VIII Accounting Reports-WISMART and Agency Accounting Systems 

90000090 WSMART and Agency AccountinglFrscal Status Reports- 
AdHoc and Monthly Reports 90014 Accounting/Fiscal Status Reports 

90000091 End of Year Accounting/Fiscal Status Reports Same 
90000092 Tax Related Reports Same (sub-category of above) 
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New # RDA Title Old # RDA Title 

IX Payroll Frscal Records 

90000100 
90000101 
90000102 

90000103 

Supplemental Payroll Vouchers 
Payrolls and Payroll Registers 
Central Payroll Br-Weekly Payroll 
Voucher Srgnature Pages 
Wage Action Related Records 

90015/Supplemental Pay Vouh 
90016IPayrolls 

90013 Supplemental Pay Vouh 
New (DOA specific) 

X. Caprtal Equrpment Inventory Records 

90000110 
90000111 
90000112 
90000113 

90000114 

Caprtal Equrpment Inventones New 
Supplres. Commodrtres and Parts Inventones New 
Surplus Property Disposrtron Records New 
Surplus Property Drsposrtron Records- 
Restncted Dispositron Items New 
Surplus Property Dispositron Records- 
Non-compkance Status New 

FISGENI dot 
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